The study presents a new innovative approach to the accepted principle of agile enterprise management by using the method of rationalization of the structure of administrative and office work (DZA). Agile enterprise management focused on minimizing costs induces permanent necessity to look for new methods and techniques to achieve the assumed cost targets. Contemporary enterprises have access to a wide range of activities and instruments affecting the formation of costs while running their business. In connection with the above, a research question was posed in the study; how to implement the concept of agile enterprise management based on methods of rationalization of the structure of administrative and office work and lean management? The aim of the paper is to learn and evaluate the applied method of analysis of run times in the system of administrative and office work (DZA Dürchlaufzeitenanalyse) in the context of agile management of the enterprise. The study indicates the advantages and disadvantages of implementing this concept for the enterprise, thus the paper bridges the gap between theory and practice in the selection of instruments to realize of the concept of agile business management. The applied research method is literature studies and descriptive analysis in the field of application of the method of minimizing time of runs. Descriptive analysis was developed based on an example of the activity of a chemical industry enterprise operating in Poland. The research issues are important and up-to-date due to the constant need to maintain cost discipline in the enterprise and the implementation of innovative approaches to seek ways to reduce costs.
Introduction
Frequent changes occurring in the enterprise's environment require entrepreneurs to react quickly to these changes and to adapt to the new reality. Strong competition as well as high consumer needs create difficult conditions for the functioning of modern enterprises. In the context of the challenges faced by managers managing modern enterprises, they use various management accounting tools, where agile management of the enterprise plays a particular role. The topic related to agile business management is important and up-to-date due to the permanent need for enterprises to adapt to changes resulting from technological progress, information revolution, breakthrough technologies and innovations and threats resulting from emerging markets.
The concept of agile business management
The management of a modern enterprise is usually based on two basic management concepts, which include the lean concept, i.e. lean management and agile concept, i.e. agile management. Both approaches to enterprise management complement each other, but the lean approach oriented towards minimizing waste, while the agile approach is focused on the use of opportunities [Romanowska, 2016: 29-35] . The concept of lean management was born in the 50s of the last century in a Japanese Toyota company in order to save its difficult financial situation [Monden, 2012: 3-4; Womack, and Jones, 2008: 19-44; Ohno, 2008: 21-22] .
The concept of lean management [Bicheno and Holweg 2009: 24] includes many tools and techniques aimed at minimizing waste, continuous improvement of processes and activities occurring in the enterprise as well as improving the flow of information, which in turn leads to increase of the company's efficiency [Nogalski et al. 2010: 62-63] . Effective maintenance of the implemented lean culture in an enterprise is determined by a change in the way of thinking of the management staff and employees [Hamrol, 2015: 19; Łukasik et al. 2015 : 1150 -1163 . With reference to the lean concept, the literature of the subject shows that the concept of agile is a kind of complement or development of the concept of lean management of the company. Agile is defined as broad business opportunities, including organizational structures, information systems, logistics processes, and in particular the way of thinking [Christopher, 2000: 37-44] . Agile management consists in quick and flexible adaptation to the variability of the environment to take advantage of opportunities [Larson and Chang 2016: 700-710] .
Agile approach to enterprise management is characterized by employing innovative employees, building an organization based on solid knowledge, using modern information technologies, and the organizational structure of the company adapts to current market needs [Rudnicki, 2011] . The constant changes that occur in the enterprise environment associated with the emergence of new competitors on the market, the withdrawal of unprofitable enterprises from the industry, access to modern technologies, universal access to information, growing customer requirements, environmental requirements are just some of the factors that force entrepreneurs to take new ones, quick and agile reactions [Dikert et al. 2016] . Teamwork, continuous improvement of qualifications, improvement of all processes, including the flow of information are activities aimed at maintaining a lean enterprise, which should be complemented with activities focused on flexible capture and use of opportunities that appear in the environment [Grobelna and Trzcieliński, 2017: 121-130] . All these factors, however, require a large commitment of employees and perseverance in the actions taken [Sajdak, 2014] . Therefore, it is worth paying attention to the method of improving work at administrative and office positions, which is the DZA (Dürchlaufzeitenanalyse) method, and its theoretical foundations will be approximated in the next part of the work.
Analysis of mileage times in the DZA administrative and office system of work
The method of analysis of mileage times in the DZA administrative and office system of work (DZA Dürchlaufzeitenanalyse) it is a method of rationalization of information processes. It was created in the mid-1980s as a result of H. Zangla's work [Zangl, 1987: 104] . The purpose of the method is to minimize the time of runs and to rationalize the structure of administrative and office work. Her idea is to classify tasks in the process of administrative and office work, and the starting point is to identify the time of the run. Assuming that the product of the work is information, it was found that for the duration of the course consists of the following 6 groups of activities:
 information processing time (tB),  transformation time (tTf),  control time and arrangements (tKA),  transport time (tT),  preparatory time (ie the time it takes for mental activity planning) (tR)  retention time (tL) [Zangl, 1987: 104] . Taken together, the run time covers the period from start to completion of the process. All of these time categories require time. DZA is a team and modular method. It is characterized by the fact that the stage of diagnosis of the existing state is performed based on the results of surveys and interviews. The purpose of the DZA method can be represented by the formula [Zangl, 1987: 104] :
Using the above equation, you can set a minimum time for a single office work process. For this purpose, one more parameter should be added -time of parallel running partial processes (tz). The following formula illustrates the situation when the office work process involves several parallel (simultaneously) running partial runs [Czekaj, 1993: 164] :
The presented formulas are used in the DZA method to study administrative and office work processes. The method's course of action can be represented by the following steps:
1. Establishment of a research team -establishment of a research team takes place in accordance with established rules. The team consists of several experts from the research center and at least two employees of the surveyed enterprise. The division of tasks in a team is shaped in such a way that specific tasks are performed only by external experts, other tasks are assigned to the representatives of the company, and still others are implemented jointly.
2. Determination of the purpose and selection of research objects -using information from the managerial staff, the experts, by means of getting acquainted with the organization of the enterprise information system, identify problem areas. Their selection usually focuses on disabilities related to the course of administrative work processes, the current level of instrumentation, and in particular they see problems related to the elongation of times of runs of procedures and information important for the work. After the preliminary inspection, the research team jointly selects the aspects (they may be specific functions, processes or information), which will be subject to the analysis of the time of the course and on this basis the team formulates the objectives of the research.
3. Information collection -stage III is a complex stage and includes the following activities:
-analysis of all processes by employees of the company in order to prepare a statement illustrating which documents and other products are created as a result of administrative and office work, -analysis of documentation created as a result of administrative and office work -in this phase, experts analyze information gathered by employees in relation to the functions performed by the company, -selection of a representative group of people with whom the team will conduct the interview, -informing respondents about their participation in interviews, -interviewing by experts, both individually and in groups. The purpose of the interviews is to expand the information available and to gather an information base that forms the basis for the questionnaire, -joint discussion of the results gathered, -designing a questionnaire for control questions to indicate problems related to disturbances of running in administrative and office processes, -analysis, verification and possible modification of the questionnaire, -circulation card design, which is also subject to a team assessment, -sending out a completed questionnaire and process flow chart to selected respondents.
4. Development and analysis of diagnostic test results -completed questionnaires and the runs sheets provide materials that should be reviewed and analyzed. Particular attention is given to the analysis of the times of the processes specified and their structure. The reference point for the analysis is to examine all factors that may affect the time of the course. The result of this stage is a summary of the total time of process flows together with elements affecting this time.
5. Designing and evaluating a new solution -involves designing changes in processes characterized by a prolonged time of runs at the technical and organizational level. These changes involve the elimination of unnecessary tasks and unproductive and retention times. In addition, activities that took too much time must be shortened by a new division of duties or the use of additional technical tools, and above all by implementing new working methods. The proposed solution is given by experts to the whole team to a preliminary assessment from the point of view of the benefits and requirements resulting from its possible implementation. If the project receives a positive recommendation from the team, then the employees of the company start to refine specific solutions. The stage ends with the preparation of the cost estimate of the project and its implementation schedule.
6. Presentation of the solution and implementation strategy -the proceedings are closed with the presentation to the management staff of the designed solution along with the assumed costs and implementation scheme [Czekaj, 1993: 161-168] .
In summary, it should be emphasized that the DZA method [See: Czekaj, 2000: 123-133] is an effective tool for examining the times of processes and information. It is characterized by high quality of performed activities and gives very good results in identifying waveforms whose time is definitely too long. The high quality of methods is proven by employing a group of external experts who develop and analyze materials obtained in the surveyed enterprise. The division of duties into external specialists, company employees and tasks carried out jointly is noteworthy. Tasks performed only by experts are subjected to assessment and consultation of employees, whose opinion is always taken into account. The procedure for preparing a new solution is demanding, takes into account new methods of work and brings tangible benefits for the company.
Case studyimplementation of DZA information process rationalization in the studied chemical industry company
In the surveyed enterprise, numerous cases of disruptions in the flow of information in the processes of administrative and office work were identified, hence a decision was made to verify the time of running of these processes. The external company specializing in carrying out such analyzes was employed to implement and carry out the methods of rationalization of the DZA information processes. The researched chemical industry company employs about 2000 employees in Poland, of which 10% of employees perform administrative and office work.
The research center selected 6 experts from among its employees to prepare and implement a rationalization program for the administrative and office work structure, while the company surveyed indicated for this purpose 5 administrative and office employees who were distinguished by high interpersonal cooperation skills. A total of 11 people have created a so-called work team. The cooperation between the research center and the surveyed enterprise began with a joint meeting at which members of the board and the entire working team pointed out problem areas occurring in the company due to the prolonged duration of administrative and office work processes. During this meeting, the experts also learned about the organizational structure of the audited entity and the organization of the enterprise information system. The final stage of this activity was to formulate the most important problems that will be the area of research. In the surveyed enterprise the most important problems related to the long time of information flow resulting from the applicable procedures and regulations from the sender to the recipient, and another problem is the overwhelming amount of this information and problems with their understanding.
In the next stage of work on the analysis of process times in the surveyed enterprise, identification and verification of all documents that arise in the enterprise as a result of administrative and office work took place. The analysis of the generated documents included checking the contents of the documents in order to indicate possible repetitions of the same information. It turned out that the content of some procedures are duplicated, that is, they are repeated in other procedures. Next, it was analyzed whether the procedures that are directed to employees actually relate to their work and at this stage it turned out that new procedures are sent to all employees who have a business e-mail address via internal e-mail instead of only those who actually concern them. Next, based on group and individual interviews, the information collected on the time of the administration and office processes was detailed. Based on all collected information, a survey questionnaire was started, with the aim of obtaining information on all outstanding issues. The problems related to disturbances in the administration and office processes indicated in the surveys and suggested solutions have provided comprehensive analysis materials. At the same time, it was started to design a circulating card for the course of processes in the examined enterprise, which was also subject to a team assessment and it was verified on this basis whether the processes were correctly designed. Emerging problems were eliminated on an ongoing basis. The information obtained through the interview and the questionnaire received information on problems related to disturbances of flow in administrative and office processes, which indicate that: 1. Employees "flooded" are too many procedures. 2. Procedures are sent to all employees, instead of just to those they concern. 3. The content included in various procedures is repeated. 4. Too many procedures do not allow for their in-depth acquisition and implementation in the company's operations.
5. There is no uniform database of procedures, where each employee could find and use the required procedure.
The conducted research has shown that times of the flow of procedures from senders to recipients are often not measurable. This is due to the fact that some procedures are not read by the relevant recipients, and thus it was impossible to determine the time of their transport (tT). Therefore, on the basis of formulated conclusions, the preparation of a recovery program began, the starting point of which was the development of a coherent database of procedures, including the division of procedures into organizational units of the enterprise. The person responsible for the database of procedures was the administration coordinator. The coordinator dealt with the distribution of procedures and if needed by employees to use the procedures assigned to other departments, the coordinator applied for the approval of the superior, whose area concerned the procedure. Such a division limited the employees' rights and access to procedures only to the area of their organizational unit. This action limited the number of procedures available to each employee. Parallel to the division of procedures and adequately to the division of the company into organizational units, the existing procedures have been updated in terms of their content. The repetitions identified by the work team were eliminated, the contents were updated and improved in terms of content, stylistics and graphics.
In the next stage of implementation of the DZA method, a complete database of procedures of the examined enterprise was prepared, adequate to its current organizational structure, which was managed by a coordinator authorized by the management board. The tasks of the coordinator included distribution of new procedures to employees, as well as transfer of existing procedures to new employees. In addition, there was an obligation for the employees to sign paper versions of the procedures with the coordinator as a confirmation of familiarization with their content. At this stage, the analysis of run times of the specified processes and their structure was omitted. It turned out that the mere ordering of procedures, appointing a person responsible for their coordination and distribution, and learning their content completely eliminated the problems associated with the elongation of the time of runs relevant to the work procedures and information.
Summing up, it should be noted that the presented case study clearly shows that it was not necessary to carry out the method of rationalization of DZA's information processes in the studied chemical industry company. Changes introduced in the functioning and circulation of procedures and regulations in the examined enterprise became a solution to problems in this area. Agile management and a quick response to the problems that arose turned out to be the right response that quickly solved the difficult situation.
It should be emphasized that the case study is a probabilistic method of scientific cognition, which causes some limitations. The main limitations are: intuitiveness and subjectivity of judgments and low representativeness of results. An advantage of case study is the representation of cause and effect relationships that occurred in the chemical industry company under study.
Conclusion
The aim of the paper was to get to know and evaluate the applied method of analysis of run times in the system of administrative and office work (DZA Dürchlaufzeitenanalyse) in the context of agile management of the company. The presented case study shows that the practical application of the DZA method was significantly different from its theoretical assumptions, although in spite of the fact that the practical calculation of run times was impossible, all the research and analysis allowed to identify the causes of problems in the examined enterprise. The agile approach to procedural management, consisting in creating a database of procedures and selecting a responsible person, has become the solution to problems related to excessive procedures and regulations. The problem in the surveyed enterprise consisted in the fact that along with the dynamic development of the company, the number of procedures regulating the activities of the developing enterprise was equally dynamic. The agile reaction of those responsible, oriented at minimizing costs in the company, protected the analyzed entities from the need to conduct costly tests. Actions related to the reorganization of the flow of procedures from the sender to the recipient became sufficient.
Therefore, it should be stated that full knowledge of the DZA method was not possible, which means that it cannot be unambiguously assessed. However, the activities carried out in the surveyed enterprise proved to be very effective. In reference to the research question posed, it should be emphasized that the concept of agile business management should be implemented in a permanent manner, through agile response to emerging problems, opportunities and changes. What's more, the efficiency of implementing agile business management can be increased by implementing a lean management concept in the company.
